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RECORDS RETENTION AND DISPOSAL SCHEDULE

Dept. of Housing & Com. Dev., Community Assistance Admin., Office of Community Services

Program (EHP), General Funds Supplement, Community
Food and Nutrition (CFN), and Supplemental Drug
Abuse Prevention Grant Program. Records include
applications and. grant:agreements for these
programs, correspondence, monitoring reports,
quarterly programmatic reports and financial
reports. -

Emergency Shelter Grant

Records on local government Emergency Shelter. Grants.

Files include applications, grant agreements,
correspondence and monitoring reports.

' Schedule Authorized by

agreement and/or until
.audit requirements are
fulfilled, then destroy.

Retain for three (3) years
from the conclusion of the
term of the grant
agreement and/or until
audit requirements are
fulfilled, then destroy..

Holl of Records Commission

AGENCY DI VISION
ltem L : .
No. Description Retention
1 Office of Community Services Administrative Records
These files documeént the history of the Office of Retain permanently
Community Services. These files include budgets and Transfer periodically to
budget planning documents, audit records, Community the State Archives.
Services Block Grant application packages, goals,
objectives and workplans, and State Plans submitted
for the Community Services Block Grant Program.
2 Community Action Agencieé Grant Records
Communlty Actlon Agenc1es records for the follow1ng Retain for three (3) years
grant programs: Community Services Bloc¢k Grant from the conclusion of the
(CSBG), Emergency Community Services Homeless Grant term of the grant 7
G

5 w&/h,.__\

State Archivis?
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M A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
V.S s (CONTINUATION SHEET) NoO.
PAGE
NO. 2 of 2.
tens
No. Description Retention
4 Neighborhood Housing Services
Neighborhood Housing Services organization Retain for three (3) years
records. Files include grant agreements, from the conclusion of the
correspondence, and monitoring reports. term of the grant agreement
' and/or until audit
. requirements are
fulfilled, then destroy.
5 Family Child Care Provider Grant Program
Records on Family Child Care Provider Grant Retain for three (3) years
Program grants to individuals for home day care. from the conclusion of the
Files include applications, grant agreements, term of the grant agreement
correspondence, and monitoring reports. and/or until audit
requirements are
fulfilled, then destroy.
6 Maryland Association of Community Action
Agencies (MACAA) Housing Grants
Records of Maryland Association of Community Retain for three (3) years
Action Agencies (MACAA) Housing Grants to ‘from the conclusion of the
Community Action Agencies. Files include term of the grant agreement
applications, grant agreements, correspondence, and/or until audit
and monitoring reports. requirements are
' fulfilled, then destroy.
i ‘ ,
' T
{
|
A <
; !
J i
! :
0 ;
¢
{ ;
i :

'y -S4,




INSTRUCT IGMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS B880-1)

7278
P.O.
JESSUP,

DEFARTMENT 6F GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

WATERLOO ROAD

BOX 273

MARYLAND 20794

AGENCY RECORDS INVENTORY

"PAGE _]__OF _6

1. ARTMENT | AGENCY 2. pblvision

Housing & Community Dev.

Community Assistance Admin.

3. UNIT
Office of Community Services

A GROUP OF NELATED RECCRDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOSESR

DEFINITION-RECORD SERIES-

4. RECORD SERIES TITLE

Office of Community Services Administrative Records

5. EARLIEST YEAR/LATEST YEAR

~1283_To 1291

6. RECORD SERIES DESCRIPTION |
‘IN THE SERIES.

These files document the history of the Office of Community Services (formerly the
Community Services Administration of the Department of Human Resources).
include budget and budget planning documents, audit records, Community Services Block
Grant application packages, goals and objectives, and State Plans submitted for the

Community Services Block Grant Program.

BRIKFLY DESCRIBE THE TYPES OF INFORNATlON/DOCUﬂ!NT’/FORﬂS FOUND

INCLUDE THE PURPOSE OR PFUNCTION OF THK B!Rl!!]

These files

7. RECORD SERIES FORMAT(S) 8.
JLETTER SiIzE O MICROFILM
O NUMERICAL

0O AupDlO TAPE U VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE

ALPHABETICAL

O CHRONCLOGICAL,
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME g// ' :
FILE DRAWER(S)

2 O MICROFILM REEL(S)
O COMPUTER TAFE(S
NUMB ﬁ ( )

E" b oTHER(SPECIFY)

10. ANNUAL CUMULAT JON
' ¢7:|LE DRAWER(S)
1 O MICROFILM REEL(S)
KUWEPR O COMPUTER TAPE(S)

0 oTHER(SPECIFY)} |

1. FlLs/ﬁs USED
DAILY 0O wWEEKLY 0O MONTHLY

12. F|LE BECOMES INACTIVE AFTER

O MONTH(S) O YEAR(S)

13. CURRENT LOCATION|S) ([BLDG.,FLOOR,ROOM)
45 Calvert Street, Room 284
Annapolis, MD 21401

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, sreciry roEnxcy or orrice)
O YEs NO

ACCESS RESTRICTIONS 0 YES D/NO
(sr vyEs, ci172 LAW({S8) & REGuULATION(S)

16. AUDIT REQUIREMENTS

O NONE DO STATE O FEDERAL 0O INDEPENDENT

IS AN INDEX SYSTEM USED? (1r veS.E)PLAIN
BFREIEFLY AND DESCRIBE ANY HAHDIARE/BOFTHARE)

17.

0 yes d/ NO

@

18. RECOMMENDED RETENT ION

Retain Permanently.

19. NAME AND TITLE OF PREPARER 20.

Charles Smallwood, Director

TELEPHONE NUMSBER

(301) 974-3416

21.
April 22, 1991

DATE

DGS $50-4 (REVISED 2/87)
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IUSTRUCTIGHS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Housing & Community Dev.

Community Assistance Admin.

REVISED RECORD .SERIES, FORWARD 7278 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE 2 oF 6
(Di 580-1) JESSUP, MARYLAND 20794

1. FARTMENT | AGENCY 2. PIlVISION 3. bNIT

Office of Community Services

DEFINITION-RECORD SERIES-

A GROUP OF NELATED RECORDS NOMMALLY F]ILED

4. RECORD SERIES TITLE

REFERENCE AS RELL AS RETENTION AND DISPOS

Community Action Agencies Grant Records

LTION PURFOSESN

AND USED AS A UNIT PFOR

$. EARLIEST YEAR/LATEST YEAR

1986 _T0 _1991

AN THE SERIES,

Community Action Agencies records for the following grants:
(CSBG) , Emergency Community Services Homeless Grant (EHP), General Funds Supplement,
Community Food and Nutrition (CFN) and Supplemental Drug Abuse Prevention.
‘grant agreement and applications for these programs, correspondence, monitoring reports,
quarterly programmatic reports and financial reports.

|4 ] s ©
6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYP INFORMAT'ON/DOCUN!NTB/FORHB FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK l!kl!l)

Community Serivces Block Grant

Records include

7. RECORD SERIES FORMAT(S)
I{LETTER S1zE O MICROFILM

LEGAL S1ZE 0O COMFUTER TAPE
D BooK D FLOPPY DI1SK
O AuUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
N/ALFHAEETICAL
O NUMERICAL

5/ CHRONOLOG I CAL,

VOLUME ---
FILE DRAWER(S)

D MICROFILM REEL({S]}

O COMPUTER TAPE(S)

NUMBER of o1y pp(sPECIFY)
8 - Boxes

O GEOGRAPHICAL

O OTHER(SPECIFY)

10, ANNUALU5;CUMULAT|ON
' FILE DRAWER(S)
3 O MICROFILM REEL(S)
RGHBEPR O COMPUTER TAPE(S)
o OTHER|SPECIFY )

1. FIL;/IS USED

DAILY D weEEKLY

12.

D MONTHLY

FILE BECOMES
1 D MONTH(S
RORBEN (s]

INACTIVE AFTE
YEAR(S)

Annapolis, MD 21401

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
45 Calvert Street, Room 284

0 YES NO

14, 1S R.ECORD SERIES DUPLICATED ELSEWHERE?
tir vyes, sereciry soency or orrice)

15. ACCESS RESTRICTIONS

O YEs
{ir yes, ciTe LAW(8) & rREGULATION(S)

no

16. AUDIT REQUIREMENTS

O NONE BKETAT:‘ ﬂ/;EDERAL O |NDEPENDENT

17.

o Ygs Ef/No'

()

IS AN INDEX SYSTEM USED?! (tr yrRS.E)PLAIN
BFIEFLY AND DESCRIBE ANY HANDRARE/SBOFTWARE )

conclusion of

are fulfilled

RECOMMENDED RETENT ION

Retain for three (3) years from the

the term of the grant

agreement and/or until audit requirements

, then destroy.

19. NAME AND TITLE OF PREPARER

Charles Smallwood, Director

20. TELEPHONE NUMSER

(301) 974-3416

21. DATE

April 22, 1991

DGS $50-4 (REVISED 2/87)




ANSTRUCT QNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERJES. FORWARD 7278 WATERLOO ROAD
wl RECORDS RETENTION SCHEDULE P.O. BOX 273
™ ‘ PAGE 3 OF 6
JESSUP, MARYLAND 20794
2. DIVISION 3. UNIT

1. ARTMENT / AGENCY
Housing & Comminity Dev.

Community Assistance Admin.

Office of Community Services

A GROUP OF NELATED RECORDS NORMALLY FILED

DEFINITION-RECORD SERIES-

- REFERENCE AS

4. RECORD SERIES TITLE
Emergency Shelter Grant

WELL AS RETENTION AND DISPOSITION PURPOAES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

1386 1o _1991

6. RECORD SERIES DESCRIPTION (

4N THE SERIES.

BRIKFLY DESCRIBE THE TYPES OF INFORNATION[DOCUNENTBIPOR“S FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THEK ﬂ!"l!!)

Records on local government Emergency Shelter Grants. Files include applications,
grant agreement, correspondence and monitoring reports.

7. RECORD SERIES FORMAT(S)
E/LETTER S1ze O MICROFILM

LEGAL S1ZE 0O COMFUTER TAPE
U‘I'ND Book U FLOPPY DISK
O Aupl1O TAPE D VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
ALPHAEET1CAL
O NUMERICAL

JCHR’Q‘JOLOG 1 CAL'

9. VOLUME
U/;ILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAFE(S)

O OTHER{SPECIFY)

4

NUMBER

O GEOGRAPHICAL

0 OTHER(SPECIFY)

10. ANNUAL959CUMULATION
' FILE DRAWER(S)
1 O MICROFILM REEL(S)
RUMEPR O COMPUTER TAPE(S)
0 OTHFR(SPECIFY)

1. rFiLE,1S USED 12. '‘FiLE BECOMES INACTIVE AF
d/pAlLY O WEEKLY - O MONTHLY 1 D MONTH(S) ‘¥ YEAR(S)
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

" 45 Calvert Street, Room 284
Annapolis, MD 21401

O YES

tir vzsa/;rzc1rv 2.8ENCY OR OFFicE)
NO

13. ACCESS RESTRICTIONS O YES

(17 vyes, ciTe LAR{B8) & rRecuLATION(S)

&no

16. AUDIT REQUIREMENTS

O NONE D STATE D/FEDERAI. O INDEPENDENT

17.

O yes D/ NO

1S AN INDEX SYSTEM USED? {i1r YES.EXPLAIN
BRIRPLY AND DESCRIBE ANY HARDRARE/SOFTWARE)

destroy.

RECOMMENDED RETENT ION

Retain for three (3) years from the
conclusion of the term of the grant
agreement and/or until all audit
requirements are fulfilled, then

19. NAME AND TITLE OF PREPARER

Charles Smallwood, Director

20. TELEPHONE NUMSER

(301) 974-3416

21. DATE

April 22, 1991

DGS 350-&4 (REVISED 2/87)




INSTRUCTIGNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY

727% WATERLOO ROAD
P.O. BPOX 2738

WITH RECORDS RETENTION SCHEDULE a4
PAGE oF ©
(DGS 3B0-1) JESSUP, MARYLAND 20794
1. ARTMENT / AGENCY 2. pivision 3. wNIT
Housing & Community Dev. Community Assistance Admin. Office of Community Services

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NOMMALLY FILED AND USED AS
REFERFENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Neighborhood Housing Services

5. EARLIEST

1TION PURFOAEN

A UNIT FOR

YEAR/LATEST YEAR
TO

6. RECORD SERIES DESCRIPTION |

4N THE SERIES.

BRIKFLY DESCRIBE THE TYPES OF INFORMATION/DOCUNENTE/PORRB FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THKE 8!'.'!!!]

Neighborhood Housing Service organization :records. Files‘in¢lude grant agreements,
correspondence and monitoring reports. :

7. RECORD SERIES FORMAT(S)
f!/u-:‘rrm S1ZzE O MICROFILM
E/LEGAL Si1ze DO COMFUTER TAPE
ﬂ‘.un PooK DO FLOPPY DISK
O Aupi1O TAPE 0O VIDEO TAPE

0O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
B/ALPHAETICAL ‘n
0 NUMERICAL 1 n]
B/ NUMBE o
CHRONOLOG 1 CAL, .

FILE DRAWER( S )

MICROF ILM REEL(S)
COMPUTER TAFPE(S)
OTHER(SPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY)
o
o
o]

1/3

10. ANNUAL ACCUMULAT ION

FILE DRAWER(S)
MICROF ILM REEL(S)
COMPUTER TAPE(S)
[essd

1. piLE 1S UsED
0O pAalLY B/WEEKLY

12. FILE BECOMES INACTIVE A
O MONTHLY ' m O MONTH(S)

reants)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

45 Calvert Street, Room 284
Annapolis, MD 21401

tir vtsé/§rzc|rv rarncy
O YES NO

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

or orrice)

15. ACCESS RESTRICTIONS O YES
(1r ves, ci1ve Lan(s) & reguLATION(S)

E/NO 16. AUDIT REQUIREMENTS

D NonE B/STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (I1r YES.EXPLAIN
BRIEFLY AND DESCRIRBE ANY HARDBARE/SOFTWARE )

O YES d/ NO

18. RECCMMENDED RETENTION

Retain for three (3) years from the
conclusion of the term of the grant
agreement and/or until audit .
requirements 'are.fulfilled,: then-’ .

‘ destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMSBER 21. DATE
Charles Smallwood, Director (301) 9%4—3416 , April 22, 1991

DGS 550-4 (REVISED 2/87)




JUSTRUCTIONS - -TYPE OR PRINT A
S§PA.RATE FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 278

WITH RECORDS RETENTION SCHEDULE . :
PAGE _5 oF _6
(DGS 8380-1) JESSUP, MARYLAND 20794
2. blvision 3. WNIT

1. ARTMENT / AGENCY

Housing & Community Dev.

Community'Assistance Admin.

Office of Community Services

A GROUP OF RELATED RECORDS NORMALLY F)LED
WELL AS RETENTION AND DISPOS|ITION PURPOSES

PEFINITION-RECORD SERIES-

REFERENCE AS

4. RECORD SERIES TITLE

Family Child Care Provider Grant Program

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

- 1991 To

6. RECORD SERIES DESCRIPTION (

Records on Family Child Care Provider Grant Program grants to individuals for home
Files include applications, grant agreements, correspondence and monitoring

day care.
reports.

THE SERJES.

BRIKFLY DESCRIBE THE TYPES OF |NFORMATIONIDOCUNENTBIFORMB fFfOUND
INCLUDI THE PURPOSE OR FUNCTION OF THE B!Rl!!)

7. RECORD ‘SERIES FORMAT(S)

o) TTER S1ZE O MICROFILM
LEGAL S1ZE 0O COMFUTER TAPE

D.N.D BOOK O FLOPPY DISK

0 AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
E/;LPHAEETICAL
0 NUMERICAL
O CHRONOLOGICAL,

9. VOLUME )
U/FILE DRAYWER(S)

D MICROFILM REEL(S)
O coMPUTER TAPE(S)
E" 0 orHER(SPECIFY)

1/2
NUMB

O GEOGRAPHICAL
O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
0 O MICROFILM REEL(S)
RGRsPE O COMPUTER TAPE(S)

O oyuER(sPECiEY) |

11. FILf/‘S USED
DAILY 0 WEEKLY

12,

——

0 MONTHLY

FILE BECOMES INACTIVE AFTE
O MONTH(S)

YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FL.OOR, ROOM)

45 Calvert Street, Room 284
Annapolis, MD 21401

O YES NO

ya

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
tir v:sa/sﬁzc:rv 7aENCY OR OFFice)

18. ACCESS RESTRICTIONS

O yeEs
{1r vyes, ci17E LA®{B) & REcuULATION(S]

“ZNO

16. AUDIT REQUIREMENTS

O NONE D/srA'rs O FEDERAL 0O INDEPENDENT

17.

O yEs NO

@

1S AN INDEX SYSTEM USED? (Ir yRS,.E>PLAIN
Bnl!?;;/ﬁxb DESCRIEE ANY HAnD!ARE/BOFTHARE)

destroy.

RECOMMENDED RETENT ION

Retain for three (3) years from the
conclusion of the term of the grant
agreement and/or until audit
requirements are fulfilled, then

19. NAME AND TITLE OF PREPARER

Charles Smallwood, Director

20. TELEPHONE NUMSER

(301) 974-3416

21. DATE

April 22, 1991

DGS 550-4 (REVISED 2/87)




INSTRUCTIONS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
wi CORDS RETENTION SCHEDULE P.O. BQX 273
" OF
(. 0-1) JESSUP, MARYLAND 20794 PAGE _& &
1. DEFARTMENT /AGENCY 2. DIVISION - 3. UNIT
Housing & €ommunity Development Community Assistance Admin. Office of Community Services

DEFINITION-RECORD SERIES-» OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AN RETENTION AND DISPOSITION PURPOSESR :

4. RECORD SERIES TITLE ) 5. EARLIEST YEAR/LATEST YEAR

MD. Asso. of Community Action Agencies Housing Grant 1989 _ To _199]

6. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPES OF mromnou}pgcmnrs/rom FOUND
‘tN THE SERIES. . INCLUDK THE PURPOSE OR FUNCTION OF THE SEFIES)

Records on Maryland Association ofCommunity Action Agencies (MACAA) Housing Grants to
Community Action Agencies. Files include applications, grant agreements, correspondence,
and monitoring reports.

7. RECORD SERIES FORMAT(S) 8. ECORD SERIES SEQUENCE 8. VOLUME

D LETTER S1ZE O MICROFILM O ALPHAEETICAL : O FILE DRAWER(S)
_ O MICROFILM REEL (S
o .u. S1ZE O COMFUTER TAPE O NUMERICAL 2 O COMPUTER TAPE(S)
NUMBER 5 oTHER(SPECIFY)
0 pounD BOOK O FLOPPY DISK O CHRONOLOGICAL . :
o o] o ’
AUDIO TAPE VIDEO TAPE GEOGRAPH 1 CAL 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) D OTHER(SPECIFY) O FILE DRAWER(S)
1 - O MICROFILM REEL(S)

RGMEPR O COMPUTER TAPE(S)
0 oTHFR(SPECIFY) = |

12. FILE BECOMES INACTIVE AFTER

1. riLE 1S USED

0O paiLy 0 WEEKLY O MONTHLY . 1 D MONTH(S) O YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

t1r vyes, seeCIFY saEncy or orrice)
O YEs O No

15. ACCESS RESTRICTIONS - 0 YES 0 No 16. AUDIT REQUIREMENTS

{ir vyes, ciTe LAW(S) & REGULATION(S) _
. O NONE D STATE O FEDERAL DO INDEPENDENT

17. IS AN INDEX SYSTEM USED? (tr vES.EXPLAIN

18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY HARDWUARE/SOFTWARE) .

Retain for three (3) yéars from the
"conclusion of the term of the grant
' agreement and/or until all audit .

OYyEs O NO

' requirements are-fulfilled, then
' destroy. . .
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Charles Smallwood, Director (301) 974-3416 April 22, 1991

DGS 350-4 {REVISED 2/87) ' 1 1




